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OFFICE OF PERSONNEL MEMORANDUM NO. 20-370-k

BUBJECT: Fitness Report

REFERENCES:  Regulaiion_ane Fitneas Heporti,
Notice and it :ss Report

RESCISSXONS:\Aﬁg;’20m370n1, Per onnel Evaluation He; »rt Procedures,
dated 27 February 1953
{ A=-370-2, Assignmeni. of Perscanel )fice Respon~
aibilities in Uoniection with Perscnnc . Evaluation Matters,
dated 6 October 1953 ‘
oy A=370~3, Personnel Evaluation Re; >rt Procedures,
dated 17 February 1954

1. The responsibililies of the Office of Personnel in conneation
with the Fitness Report are assigned as follows:

&. Policy and prcgram development, The Planning and Analysis
Staff is responsible for the formulation of policy recommendations
and program development. This ineludes continuing analysis of the
over-all effectiveness ¢f the program as well as the preparation’
of appropriate regulatory and procedural issuances for coordination
with other components.

b, Administration of reporting system, The Processing and
Records Division is responsible for notifying operating officials of
the due date of initial and annual Fitness Reports and for following
up to ensure completion of these Reports. PRD will tab the Service
Hecord Card, SF-7, for each employee to indicate the due date of the
next Report.

¢. [Review and analvsis of Fitness Reports. The Flacement and
Utilization Division is responsible for the review and analysis of
Fitness Reports. This includes responsibility for consultation
with appropriate supervisery officials regarding Fitness Revorts and
personnel actlons having e relationship to the content of such reports,

- d. Administrative Officer. The Chief, Processing and Records
Bivision is responsible for the administration of the Fitness Report
program within the Office of Personnel and will assume the duties of
Padministrative officer® as required by paragraph 5a(1), referecnced
headguarters Regulation.

®. Personnel Career Service Board. The Administrative Officer,

4 p&régraph d; above, will transmit the Office copy of the Fitnessz
Heport on each member of the Office of Personnel to the fxecutive
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Secretary of the Personnel Career Se:vice Board., "he Executive
Secretary will maintain a file of th se reports an¢ make them avail-
able to members of the Career Servic Board and otl :r officials of
the Office of Personnel, as required -

f. Supervisors. The responsit lities of sup rvisors in connee-
tion with the Fitness Report progran are detailed ' 1 referenced
headquarters Regulation and Notice. Each supervis r in the Office of
Personnel is responsible for the prcapt submission of Fitness Reports,
as required,

2, Procedures in the Administration of the Fitnes: Report

2. In accordance with referenced headquarters Notice, the
Processing and Records Division (PRD) will continu: current procedures
concerning the Personnel Evaluation Report until t:c effective dates
for beginning the Fitness Report Program.

b. Beginning 15 October or earlier, PRD will srepare lists of
employees for whom Fitness Reports will be due the following month.
Each such list will contain the names, organizatioas and due dates
of reports of such employees within an operating component as indi-
cated in referenced Notice. The lists will be treasmitted to the
appropriate Administrative or Personnel Officers ia the operating
camponents, in triplicate, so as to reach them on or before the
15th day of each month, Pencil notation will be rade in Item No. 15
of th: Service Record Card to indicate the date a:iion was initiated
and the due date of the Report,

¢. On or before the 15th day of the month foilowing the month
in which the due date of the report falls, PRD wi.l prepare a follow-

- up list of Fitness Reports which have not been re sived in the Office

of Personnel for transmittal to the appropriate A ministrative or
Personnel Officer in the operating component, Th: Chief, PRD, will
initiate aporopriate action in those cases when s.ch reports appear
as delinquent during the second month following te month in which
the due date of the report falls., Unusual delinquency of this sort
will be reported to the Deputy Assistant Director for Personnel.

d. Completed Reports received in the Office of Personnel will
be posted to the Service Record Card and forwarded to PUD for review
and appropriate action. After processing in PUD, Reports will be
returned to PRD for filing in the Official Personnel Folder of the
amployee concerned,

¥ Assistant Director
for Personnel

CONFIDENTI. "
Approved For Release 2002/01/08 : CIAABP50-00679A0001000400952 Ths=5ls




